


 

EXECUTIVE SUMMARY 
Audit of travel operations in UNIFIL  

OIOS conducted an audit of travel operations in the United Nations 
Interim Force in Lebanon (UNIFIL).  The overall objective of the audit was to 
assess the adequacy and effectiveness of internal controls over travel operations. 
The audit was conducted in accordance with the International Standards for the 
Professional Practice of Internal Auditing.   

 
The audit found that the internal controls over the travel operations were 

generally adequate. Ninety-four staff members or 81 per cent of the staff 
responding to OIOS’ survey rated the travel services provided as good to 
excellent. The audit identified the following areas for improvement:  

 
 Lump sum travel entitlements were not calculated in accordance 
with Section 10.2 of ST/AI/2006/4. Since 15 June 2009, the Mission 
added an additional amount of $100 for surface transportation to the 
lump sum travel entitlements resulting in overpayments to staff.  
 
 The terminal expenses for official travel were not calculated in 
accordance with Section 6 of ST/IC/2001/43 Amendment 2. The Mission 
reimbursed the cost of a taxi fare plus $11 for terminal expenses instead 
of the established $38; the amount payable at all duty stations. In OIOS’ 
opinion, unless an exception is granted from the Department of 
Management, the Mission should discontinue the current practice.  

 
 A mechanism was not in place to effectively monitor the timely 
submission of completed lump sum travel form and the travel claim form 
and to enforce a recovery in case of noncompliance.  
 
 The Mission did not analyze the trend of its travel activities in 
order to explore opportunities for savings. Of the 356 official travels 
during the period under review, 43 per cent (139) were to New York, and 
24 per cent (85) to Brindisi.  Discounted fares could be negotiated with 
airlines for these frequent destinations to ensure value for money.  
 
OIOS made recommendations to address the issues identified in order to 

improve internal controls over of travel operations in UNIFIL.   
 

 
 
 
 
 

 
 
 
 

 

 



 

 

I. INTRODUCTION 
 
5. The Office of Internal Oversight Services (OIOS) conducted an audit of travel 
operations in the United Nations Interim Force in Lebanon (UNIFIL). The audit was 
conducted in accordance with the International Standards for the Professional Practice of 
Internal Auditing.  
 
6. The Travel, Visa and Traffic Unit (TTU) within the General Services Section is 
responsible for managing the travel operations in the Mission.  Other sections involved in  
travel operations include: (a) the Personnel Section which is responsible for determining 
staff entitlements; (b) the Training Section which coordinates travels for training; and (c) the 
Finance Section which makes payments based on approved travel authorizations.    

 
7. The Chief of TTU is a Field Service Officer (FS-5) and he was assisted by three staff 
members. Recruitment was ongoing for a Database Assistant. The TTU provides services to 
more than 400 staff members and their dependents, as well as 200 military staff officers. 
Travel operations budgets for the financial years 2007-2008 and 2008-2009 were $11.2 
million and $5.7 million respectively. For the 18-month period under review (1 July 2008 to 
31 December 2009) the expenses were approximately $6.7 million as shown in Figure 1 
below. 

Figure 1: UNIFIL travel analysis (Jul ‘08 to Dec ’09) 
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Source: Extract from UNIFIL Accounting System (Sun System) on 8 January 2010. 
 
8. Comments made by UNIFIL are shown in italics.    
 

II. AUDIT OBJECTIVES 
 
9. The main objective of the audit was to assess the adequacy and effectiveness of 
internal controls over travel operations.  
 

III. AUDIT SCOPE AND METHODOLOGY 
 
10. The audit covered the travel operations for the period of 1 July 2008 to 31 December 
2009. The audit methodology included reviewing a sample of 90 travel requests, 
interviewing key officials and conducting an online satisfaction survey to 200 staff 
members. The audit did not cover non-commercial travel activities and rotation of military 
contingents, which were reviewed in the audit of Movement Control Operations in UNIFIL 
(AP2010/672/02). 



 

IV. AUDIT FINDINGS AND RECOMMENDATIONS 
 
Overpayment of lump sum travel entitlements 
 
11. According to Section 10.2 of ST/AI/2006/4, lump sum travel entitlements are based on 
75 per cent of the full economy class fare by the least costly scheduled air carrier between 
the staff member’s duty station and the closest airport. The memorandum from the Under- 
Secretary-General (USG) for Management of June 2007 stated that “surface transportation 
to and from airport or on intermediate sectors along the route” should not be factored into 
lump sum travel entitlements calculations.  
 
12. The TTU added $100 allowance for surface transportation over the lump sum travel 
entitlement. The payment of an additional $100 was approved by the Chief of General 
Services Section on 15 June 2009.  The Chief of TTU stated that the additional $100 was 
paid because the nearest airport was in Beirut and it was beyond reasonable commuting 
distance from the duty station.  

 
13. The noncompliance with Section 10 of ST/AI/2006/4 and the memorandum of 20 June 
2007 from the USG for Management resulted in overpayment of lump sum entitlements.  
Since the payment of additional $100 was only introduced in June 2009, the estimated 
amount of overpayment was less than $5,000. Nevertheless, such overpayment constitutes 
noncompliance with the Administrative Instruction.  

 
Recommendation 1 
 
(1) The UNIFIL Office of Mission Support should ensure that 
lump sum entitlements are calculated in compliance with 
ST/AI/2006/4 and other guidelines in order to avoid over payments. 

 
14. The UNIFIL Management accepted recommendation 1 and stated that the Mission 
has stopped the additional payment to compensate staff for surface transportation from Tyre 
to Beirut Airport and vice versa.  Based on the action taken, recommendation 1 has been 
closed. 
 
Overpayment of terminal expenses  
 
15.  According to Section 6 of ST/IC/2001/43 Amendment 2, terminal expenses during 
official travel for all duty stations, excluding New York, is $38 each way. From a sample of 
51 travel claims, OIOS noted that in 17 cases the Mission paid its staff members terminal 
expenses ranging from $61 to $111 each way based on taxi receipts. The Mission stated that 
it reimbursed its staff members terminal expenses based on taxi receipts plus another $11 for 
incidental cost because the established amount of $38 was insufficient to cover the actual 
cost of transportation between the airport and the hotel or other place of dwelling. 
Considering the number of official travels in the past two years, the total amount of 
overpayment for terminal expenses was estimated to be $13,000. 
 
16.  OIOS questioned the method of reimbursement of the taxi fare, and in particularly the 
additional amount of $11, the rate of terminal expenses payable only when the staff 
members were provided with an official United Nations or government vehicle to or from 
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the airport.  OIOS recommended that this be discontinued and for staff to be paid terminal 
expenses in compliance with Section 6 of ST/IC/2001/43 Amendment 2. 

 
17. The UNIFIL Management did not agree with OIOS’ observation, and was of the 
opinion that the Finance Section pays terminal expenses in compliance with the referenced 
ST/IC. UNIFIL considers the reimbursement of a taxi fare for transportation to/from the 
airport equal to the provision of transportation (a vehicle provided by the Mission) and 
therefore only pays reduced terminal expenses.  OIOS does not agree with the Mission’s 
interpretation that reimbursement of taxi fare is equivalent to provision of transportation 
because Section 6 of ST/IC/2001/43/Amend.2, paragraph 7 states that, “when Official 
United Nations or government vehicle is made available for the trip, the amount to be 
reimbursed shall be set at $11 in respect of the staff member and $6 for each family 
member”.  Unless an exception is approved by the Department of Management, OIOS 
wishes to bring this issue to Management’s attention for periodic monitoring of cost 
implications.   
 
Late submission of lump sum travel form (PT-165) and travel claim form (F-10) 
 
18.  The Mission did not have a system to monitor the timely submission of lump sum 
travel forms and travel claims (PT-165 and F-10) by its staff members upon completion of 
their official travel. According to Section 11.2 and 11.5 of ST/AI/2006/4, staff members are 
required to submit their travel claims within two weeks from the completion of their travel. 
 
19. From a sample of 54 submissions (PT-165 and F-10), 21 staff members (39 per cent) 
submitted their F-10 or their PT-165 late, ranging from three weeks to 10 months. The late 
submission of travel claims was a recurring issue. After OIOS shared this finding with the 
Mission, the Mission issued an Administrative Instruction on 28 May 2010 to its staff 
members reminding them to submit their travel claims and PT-165 within two weeks after 
completion of travel. 

 
Recommendation 2 
 
(2) The UNIFIL Office of Mission Support should enforce a 
recovery of travel advances in cases where the required forms are 
not submitted within the prescribed timeframes as per Section 11.2 
and 11.5 of ST/AI/2006/4. 

 
20. The UNIFIL Management accepted recommendation 2 and stated that the Mission 
is developing a holistic approach that will best serve staff members and the Organization 
through automated e-mail reminders based on data in the Matrix and Travel Databases.   
Recommendation 2 remains open pending confirmation from the Mission that a system has 
been implemented and is fully operational that ensures travel claims are submitted within the 
prescribed timeframes.  

 
Absence of feedback from staff members returning from travel for training 
 
21. The Mission did not have a mechanism in place to ensure receipt of feedback from 
staff members returning from training outside of the Mission. The Mission spent 
approximately $722,000 on travel for training during the period between 1 July 2008 and 31 
December 2009. According to Section 4.7 of UNIFIL’s standard operating procedures (SOP) 
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on training, staff members who traveled to attend trainings are required to complete the 
training evaluation form within 7 days upon return. From a sample of 25 travels, 21 staff 
members did not comply with this requirement, 11 staff members did not provide any 
feedback while the remaining 10 staff members were late in providing their feedback.  
 
22. Consequently, the Mission cannot assess the effectiveness of the resources used for 
these external trainings including the cost of travel. The Chief of Training Unit 
acknowledged this issue and stated that an electronic training management system (e-TMS) 
will be introduced in late 2010 or 2011 to address it. The Mission also stated that the Finance 
Section will issue a reminder to staff members to attach a copy of the duly completed travel 
evaluation form together with their travel claims for any training-related travels.  

 
Recommendation 3 
 
(3) The UNIFIL Office of Mission Support should ensure the 
timely implementation of the electronic training management system 
to monitor the collection and analysis of the training evaluation 
forms as per paragraph 4.7 of the UNIFIL training standard 
operating procedures. 

 
23. The UNIFIL Management partially accepted recommendation 3 and stated that the 
first phase of e-TMS implementation will be in September 2010. This system however will 
only be used for internal training activities and not for external training.  OIOS takes note 
of the Mission’s comments but would urge the Mission to also monitor external training 
activities, which are equally important and often more costly than internal training activities. 
Recommendation 3 remains open pending confirmation that the e-TMS system has been 
implemented and is fully functional to monitor all training activities. 
 
Potential savings for frequent destinations 

 
24.  The Mission did not analyze the trend of its travel activities including frequent 
destinations in order to explore opportunities for savings. OIOS’ analysis revealed that of the 
356 official travels undertaken between 1 July 2008 and 31 December 2009, 39 per cent 
(139) were to New York, and 24 per cent (85) to Brindisi.  The Mission could negotiate 
discounted fares with airlines to these frequent destinations in order to achieve value for 
money. The TTU is in the process of hiring a new staff member to assist with obtaining 
statistics regarding travel. 
 

Recommendation 4 
 
(4) The UNIFIL Office of Mission Support should: (1) analyze 
the trend of its travel activities; and (2) consider establishing travel 
agreements with air carriers for the most economical fares to 
frequent destinations. 

 
25. The UNIFIL Management accepted recommendation 5 and stated that the Travel 
Section has appointed a Database Assistant to analyze trends of its travel activities and a 
corporate agreement is in place with a airline, and two more are being finalized with other 
airlines. A fourth airline has also offered special discounts to UNIFIL personnel. Based on 
the action taken, recommendation 5 has been closed. 
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ANNEX 1 
 

STATUS OF AUDIT RECOMMENDATIONS 
Assignment No. 2010/672/01 – Audit of travel operations in UNIFIL 

 
Recom. 

no. 
Recommendation Risk category 

Risk 
rating 

C/ 
O1 

Actions needed to close recommendation 
Implementation 

date2 
1 The UNIFIL Office of Mission Support 

should ensure that lump sum entitlements 
are calculated in compliance with 
ST/AI/2006/4 and other guidelines in order 
to avoid over payments. 

Compliance Medium C Action taken.  Implemented 

2 The UNIFIL Office of Mission Support 
should enforce a recovery in cases where 
the required forms are not submitted 
within the prescribed timeframes as per 
Section 11.2 and 11.5 of ST/AI/2006/4. 

Compliance Medium O Confirmation from the Mission that the 
envisaged automated system has been 
implemented and is fully operational. 
 

31 October 2010 

3 The UNIFIL Office of Mission Support 
should ensure the timely implementation of 
the electronic training management system 
to monitor the collection and analysis of 
the training evaluation forms as per 
paragraph 4.7 of the UNIFIL Training 
standard operating procedures. 

Compliance Medium O Confirmation from the Mission that the e-
TMS system has been implemented and is 
fully functional to monitor all training 
activities. 
 
 

30 September 
2010 

4 The UNIFIL Office of Mission Support 
should: (1) analyze the trend of its travel 
activities; and (2) consider establishing 
travel agreements with air carriers for the 
most economical fares to frequent 
destinations. 

Operational Medium C Action taken. Implemented  

 
1. C = closed, O = open 
2. Date provided by UNIFIL in response to recommendations.  

 


